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PART | - ADMINISTRATION

ADMINISTRATION OF FAMILY ADVOCACY STAFF

The Family Advocacy Divison (SGOF), Air Force Medica Operations Agency (AFMOA), Office of
the Surgeon Generd, has authorized additiond  staff to augment the Family Advocacy Office at most
MTFs. These gaff are supervised only by the FAO; any deviation from this policy requires gpprova
from SGOF. The FAP employees are funded to build hedthy communities by providing matreatment
prevention and intervention services to military families.

As a supervisor, you have a very demanding job. Not only do you have to know your area of
gpecidization, but also your competence as a personne manager and administrator. Y our successful

understanding of the role you play in the day to day business of the organization is needed to help assure
maximum use of the talents of your subordinates.

Your role includes sdlecting, directing, controlling, and administering the employees who work for you.
As a socid worker you dready have the knowledge, skills, and abilities to be aware that people are
different and that everyone has needs and there is a hierarchy of human needs. The degree to which
you as a supervisor is able to enhance the fulfillment of those needs will impact directly on the
performance of every employee under your supervison and conseguently on the misson of the unit you

supervise.

This Tools of the Trade Handbook is provided as a guide in deding with personnd and resource
issues. Any further questions can be directed to Mr George Fetterman, Management Anadyst,
AFMOA/SGOF, DSN: 240-5460.

This Handbook replaces the previous edition and consolidatesin it, the Resource Guide dated
1 May 1999.



SECTION I — Civil Service Employees
RESPONSIBILITIES OF A SUPERVISOR

SELECTING EMPLOYEES- Initid employment or reessgnment is covered by rules and regulaions
of the Office of Personned Management (OPM), the Air Force and your inddlation. Your role as a
supervisor isimportant, but it varies under different sdlection process.

*POSITION KNOWLEDGE, EXPERIENCE AND/OR LICENSE WAIVER:
Requirements and Process. FAO determines he/she would like to hire an individual who does not
meet all requirements for either the civil service or the contract position. The FAO will submit a
letter to AFMOA/SGOF requesting a waiver with rationale describing education/experience in
the relevant area(s) specified below and a copy of the candidate's resume or curriculum vita.
For waivers to a contract position the Contractor will submit a summary of efforts to hire for
this position, findings of credentials check and references on individual proposed, and additional
recruitment process should the waiver be denied.

Family Advocacy Outreach Manager

Knowledge of family violence

Knowledge of family life education topics

Experience in program and training devel opment

Experience in providing educational and skill building seminars
ill in public speaking and groupwork

Experience in community organization and advocacy

Family Advocacy Nurse

Knowledge of family violence
Knowledge and experience in maternal- child health
Knowledge and experience in community health nursing
Experience in providing nursing services outside health facilities

Family Advocacy Treatment Manager
Knowledge of family violence and experience working with violence issues in families
Knowledge and experience in brief treatment modalities with individuals, couples, families,

And groups

Experience providing case management services

Family Advocacy Program Assistant

Familiarity with word-processing, spreadsheets and data base software
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Experience providing educational programs or instruction
Experience working with individuals who may be distressed

Temporary approval may be granted pending submission of a satisfactory training plan by the
FAO that will compensate for deficits within 6 months of hiring. A waiver cannot be finalized
until the training plan is approved.

ASSIGNING DUTIES — An employee with the authority to assign work, review that work, accept or
rgect that work is by definition of the Fair Labor Relations Act (FLRA) a supervisor. The description
of the mgor duties and skills, knowledge and abilities required for the job are contained in the Core
Personnel Document.  The Core Document includes only the mgor duties, which will a classfication
specidig to classfy the position asto the title, series, and grade.

CONDUCT AND PERFORMANCE - Supervisors must maintain an aimaosphere, which breeds the
highest leve of performance en employee, is capable of ataining and a sandard of conduct, whichisin
keeping with the CODE OF CONDUCT for Federal Employees.

COMPLAINTS AND DISCIPLINE — Complaints take on many different forms — some subtle and
very difficult to resolve and other very vocd and voldile. The supervisor must act in afair, friendly and
firm manner to resolve complaints. Take your time to get the facts, but act in atimey manner. Be a
good listener. Learn to observe the workforce. Know your people.  Understand their circumstances.
Becadm. Never loseyour temper. Get dl thefacts. Take your time— but act timely.
Be sureyour decison is.

Consgtent with Smilar cases under Smilar circumstances.

Communicated in such afashion the employee understands the basis for your decison.
Distipline is intended to correct an employee’ s behavior.

AFFIRMATIVE EMPLOYMENT - Affirmative employment includes affirmative action and equa
employment opportunity. The purpose of affirmative action is to correct the effects of past
discrimination and to achieve the goa of a workforce that represents our nation’s diverse population.
Affirmative action covers some groups such as minorities, individuas with disabilities and women. EEO
covers dl employees and applicants.

CORE PERSONNEL DOCUMENT — The Core Personnd Document is the product of the
Proclass Plus automated system called PALACE Automate. The Coredocs for the following FAP
positions have been classified and approved by HQ AFPC, Randolph AFB TX and can be found on
our webpage.

Family Advocacy Treatment Manager — GS-185-11
Family Advocacy Intervention Specidist — GS-185-11
Family Advocacy Nurse— GS-610-11

Family Advocacy Program Assstant — GS-186-07
Family Advocacy Outreach Manager — GS-185-11
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METHODS USED IN FILING POSITIONS — As a supervisor, one of your most important
functions will be to fill postions that become vacant. Approvd to refill a FAP postion must first be
obtained from AFMOA/SGOF. There are two ways to fill a vacant civil service postion. Internd
placement and outsde hire. 'Y our CPO will determine which source they will use in filling the pogtion.

Outside Hires — The most common source of outsde hires is from registers prepared and maintained
by the Office of Personne Management (OPM). OPM recruits from the generd public by posting
announcements for jobs in various agencies. This process ensures the integrity of the concept that any
and dl citizens of this country who are qudified and wish to work for the Federd Government are
afforded the opportunity to apply and be consdered for such employment.

Internal Placement — Refersto the placement of current Federd Employeesinto a position. Internd
placement can be by: Detail, demotion, reassgnment, promotion.

CANDIDATE INTERVIEW VALIDATION:

It is not required that candidates for selection be interviewed. However, when interviews are
conducted, there are certain restrictions that must be followed:

All candidates must be interviewed.

All candidates must be asked the same questions.
All candidates must be job related.

All interviews must be well documented.

Essentialy what this means, is that dl are given the same congderation during the interview. Questions
cannot be danted to favor one candidate over another, and you cannot ask questions that pertain to
other than the job requirement.

Following are some generd guiddines

A good interview question should concern the experience and/or training of the candidate
It should not lead the candidate to an answer

Should not dedl with hypothetica cases

Should not have an obvious response

Should not be filled with specialized technology

HOURS OF WORK
A basc work week are those days of the administrative work week that include the employee's

regularly scheduled 40-hour work week (exclusive of a lunch period); for example, Monday through
Friday, 0800 to 1700, or some version of that time.



An employee cannot be required to work during lunch period without compensating that time, or
dlowing alater lunch period. Lunch periods may vary from work site to work site, depending on duty
hours and job requirements. Generdly, med periods gpart from the hours of duty should be scheduled
to begin not less than three nor more than five hours after the tart of the workday.

LEAVE

Annual - It should be emphasized that Annud Leave is a right of Federd employment in that an
employee must have the opportunity to use the leave subject to scheduling by the supervisor. Unused
annua leave may be carried over into the next year up to a maximum accumulation of 240 hours. Any
unused |eave beyond the 240 maximum accumulation will be forfeited.

Sick Leaveisnot a“right” of Federd employment but isa*benefit”. Whereas the employee must have
the opportunity to use Annual Leave, thisis not the case on Sick Leave. Sick Leave may only be used
if an employee is actudly sck or has an gopointment with a physician, dentist, or other medica
practitioner. In certain specific cases, an employee may take sick leave to care for a family member
who has a contagious disease.

Voting Leave - amaximum of one hour on the day of voting, generdly three hours after the polls open
or three hours before the polls close, whichever causes the least amount of time away from work.

Jury Service - Thisis excused absence and must be supported by written evidence from the court. If
an employee is excused from jury service and has a least two hours remaining in the workday, he
should report to work. If jury duty pay is compensation, it may be to be turned in; if it is to cover
expenses, the employee may keep it.

Military Leave - A Resarvid is entitled to take military leave to perform military duties. An employee
accrues 15 days of military each fisca year, and any unused military leave may be carried over to the
next year, to amaximum of 30 days.

Leave Without Pay - Thisis leave requested by an employee to be absent from work in a non-pay
gatus and, workload permitting, may be approved. An employee except in two instances cannot
demand LWORP; i.e.,, a disabled veteran to cover an absence for medica trestment related to a service
connected disability, and to a member of the Reserve or Nationd Guard to perform military training
duties.

Family and Medical Leave - The Family and Medicd Leave Act of 1993 requires covered
employeesto provide up to 12 weeks of unpaid, job protected leave to “eligible’ employees for certain
family and medicd reasons. See atachment 8 for further information.

Family Friendly Leave - The Family Friendly Leave Act of 1994 dlows covered full-time Federd

employees to use atota of up to 40 hours (5 workdays) of sick leave per leave year to (1) give care or
otherwise attend to a family member having an illness, injury, or other condition which, if an employee
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had such a condition, would justify the use of sick leave by the employee; or (2) make arrangements for
or to atend the funerd of afamily member.

TYPES OF DISCIPLINARY ACTIONS

Counsdling - Thisis the least form of congtructive discipline and probably the one that should be used
most often. For management to fail to note a possible breach of conduct and to cdl it to attention of the
employee, most likely the breach of conduct will be repested.

Oral Admonishment - This is smilar to a counsdling, but a bit more formd. A record of this ord
admonishment is recorded on the Supervisor's Record of Employee and must be called to the attention
of the employee with the right to initid the entry.

Written Reprimand - This a more forma method of congtructive discipline, and requires a notice of
proposed action, an opportunity to respond, and then a notice of decision to reprimand.

Suspension Without Pay - More severe than a “written reprimand,” the suspenson without pay is a
permanent record since it affects the pay of the employee. Generdly a suspension ranges from one day
to severd days, depending on the severity of the offense, and prior offenses that may have been
committed by the employee.

Removal - Thisisthe mogs severe disciplinary action and results in the termination of employment. Itis
usualy done after severd infractions of standards of conduct, severa prior disciplinary actions, or
extreme violation of regulations or sandards of conducts.

GRIEVANCE PROCEDURE

Step 1 - Informa Grievance - An employee desiring to file a grievance must firgt discuss the matter
informally with the first line supervisor. This must take place within 21 caendar days of the date of the
management action or occurrence-giving rise to the grievance. If the matter is not satisfactorily resolved
a thefird levd, the supervisor mugt give adecision in writing within 14 days of the informal decison.

Step 2 - Forma Grievance - Within 7 days of the informa decison, the grievance and/or representative
may eevate the grievance to the Directoraie/Staff office level for further consderation. Within 7 days of
receipt of the forma grievance, the desgnated management officid meets with the grievant and
representative to discuss the matter.  Within 10 cdendar days of that meeting, a written decison is
issued to the grievant and union representative.

Step 3 - Formd Grievance. If management denies the grievance at Step 2, the grievant may apped
that decison to the Commander within 10 days of receipt of the Step 2 decision. The Commander’s
representative will meet with the grievant and representative and issue a written decison. If the
grievance is denied a the Commander’ s leve, the Union may then eevate it to binding arbitration.



DISCRIMINATION COMPLAINT SYSTEM - Role of the Supervisor - A complant of
discrimination is the most complex type of complaint an employee can bring. The road to resolution
gretches long, from the informd stage to the Federal Courts. Hrst and foremost are sound preventive
measures.

Sound Personnel Practices - make duty assgnments and/or take personnd actions in keeping with
established policies such as labor agreement, Air Force Policy, etc.

Positive Approach to EEO - create an amosphere in which not only your actions but the actions of
your employees are postive to the concepts of Equal Employment for dl. 1f a complaint does occur,
cooperate with those involved in the resolution process and ensure the cooperation of any subordinates
who may be involved.

Positive Communication - make sure that the Commander’s Policy Statement regarding EEO program
gods is communicated to the workers, that employees know the EEO complaint procedures, that you
maintain an open door policy where employees fed free to discuss their problems with you, and by
keeping your promises.

Pro-active in Resolving Complaints. The most important thing is prevention. Correct Stuations that
may give rise to complaints. You have the responshility of cooperating with thoseinvolved in resolving
the complaint.

REFERENCES; See Attachment 1
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FAMILY ADVOCACY STAFF REQUEST FOR COMMERCIAL TRAINING

Requests for commercid training relevant to the FAP gaff employee's professond duties must be
approved by the FAO. The FAO will consder the following when gpproving or disgpproving an
employee s request for commercid training:

a Responsivenessto FAP standards or other requirements.
b. Amount of research and program data forwarded to AFMOA/SGOF.
c. Relevancy to specidty.

d. Quadlity of training.
€. Number of previous approved training TDYs.

f. Attendance at AFMOA/SGOF previous sponsored conferences.

g. Length of employment (must be employed with the FAP for at least six months before attendance
at any commercid training can be approved)

A request for funding for commercid training must be approved and authorized by AFMOA/SGOF
before any commitment is made to attend the training. This does not gpply to AFMOA/SGOF-
sponsored training (e.g., FAO and Prevention Conferences, FADAP training, tc.).

All requests for commercid training must be submitted to arrive a&¢ SGOF NLT 60 days prior to the
scheduled training with an information copy to the MAJCOM Program Manager. All requests must
include name, title, status (civil service, or contract employee), estimated travel codts, regigtration fee (if
gpplicable) (cost for CEUs is nonreimbursesble), and a copy of the training brochure. Only one (1)
commercid traning is authorized per employee each fiscd year, when funds are available. A locd
training course for which there is a regidration fee is credited as the one commercid training for that
employee.

SGOF will return the approved/disapproved request to the FAO. Approved requests will include an
accounting classfication or fund citation for the publication of TDY orders (or just for registration fee
when gpplicable) for military and civil sarvice employees.  Contract employees will received an
attendance authorization letter. And will follow procedures for travel and registration fee established by
their respective Contractor. Substitution of another employee is prohibited. Non-attendance requires
SGOF natification prior to the commencement of the training.

Payment of Regidtration Fee ( Military/Civil Service Employees):
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Regidration fee is pad with your Unit's Government Credit Card. However, a DD Form 1556,
Request, Authorization, Certification of Training and Reimbursement, should be completed by military
and civil service employees for educationd credit within the personne sysem. This form, when
completed by the requester, is submitted to your local MPF or CPO respectively.

CRITIQUE/TRIP REPORT - All SGOF funded attendees to commercia traning must complete and
forward a critique or trip report within 30 days after completion of the training. Report will describe
ways this training will now enhance your program and how it will gpply to your job. Also, you must
include the positive and/or negative aspects of the attended training. Failure to comply within 30 days
after return from the training may result in disqudification for one year for attendance a future
commercid tranings.
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FAMILY ADVOCACY STAFF TRAINING (FAST) NOMINATIONS

DoD has mandated Family Advocacy personne be trained in al aspects of Family Advocacy
operations. They have appointed the US Army through the Academy of Hedth Science, Behaviord
Science Divison, Ft Sam Houston, Texas as the executive agent for the operation of the FAST Course.
The Behaviord Science Divison a Ft Sam Houston provides military and civil service attendees their
fund cite, sudent evauation plan, and letter of ingruction. Contract employees will only receive a
sudent evauation plan and letter of ingruction. TDY and per diem codts are the responshility of your
respective contractor.

The primary purpose of the course is to help personne understand their particular role as a member of
the FMCMT. Course topicsinclude: adminisgtration of the FAP, the operation of the FMCMT, issues
involved in child and spouse matreatment, overview of procedures, and discussions of lega issues
associated with FAP.

Severd training cycles occur during each fiscad year. Training is held on ainounced dates in San
Antonio, Texas a aloca hotdl. The courseis two weeksin duration.

The Air Force receives a fixed number of training dlocations for atendees at the FAST Course. Class
guotas for primary and dternates are provided to each MCFAPM who must submit attendee data to
AFMOA/SGOF by established suspense dates.

Sdection Criteria:

Nominees must be directly respongble for preventing, tregating, assessng or investigating child or

spouse matrestment.

Nominees must be retainable in their pogtion for one-year following the training.

Nominees must be available to attend the entire course.

Preference will be given to personnd serving as FAO, FATM, FAOM, FANS, FAPA, and
technicians. FADSS and FACT’ s are not digible to attend.

Nominees may include, but are not limited to: phydcians, chaplains, psychologists, behaviora
stience specidids, lawyers, security police, crimind investigetors, and child development center
directors or youth service program managers. Personnd must be involved in preventing, treating,
assessing or investigating child or spouse abuse and/or may be amember of the FMCMT.

Proceduresfor Nominations:

SGOF notifies McFAPMs of course dates, quotas and a response date. McFAPM notifies FAOsand
establish suspense dates for response.
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FAO assesses the training needs of hisher gtaff and provides nominees to their MCFAPM who
prioritizes the list by primary and dternate names and forwards to SGOF.

FAOs provide the following information:

Full Name of Nominee SSN

Rank/Grade - GS or Contract Employee AFSC/Series

Complete Military Address Message Address

Job Title/Occupation Home Address
Commercid Telephone No. Fax Number (DSN/Comm)

Once accepted for attendance at a course, attendees may cancel ONLY for sgnificant persond illness
or emergencies, cdl you McFAPM and SGOF immediately.
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AIR FORCE RECOGNITION PROGRAM

The Air Force encourages employees to contribute, individualy or in groups, to achieving our mission.
The awards program is established to recognize and reward civil service employees for outstanding
performance. Cash awards used as a bonus form a unified, flexible way to reward quality performance
and digtinguish among employee performance.  An automatic link between a single criterion and a
gpecific cash award, or the use of cash awards to smply augment pay is contrary to Air Force policy.
Specid atention should be paid to the prevention of unwarranted performance rating inflation.

TWO TYPESOF CASH AWARDS

Performance Award. Thisaward can only be considered and may be granted in conjunction with the
cavil sarvice employee’ s annud gppraisa. The FAO submitsthe original copy of the employee' s annua
gopraisa of their excellent or superior employees they wish to be recognized.and were rated on AF
Form 860A dtd 1 May 96. For those offices using the AF Form 860A dtd 1 Jul 99 only submit those
gppraisasthat thetotal Appraisal Factors— Manner of Performance, exceed 70 points. When using
the newer form the following formulawill be used to determine the overdl rating: Superior Rating =
total point range of 72-81; Excdlent Rating = totd point range of 63-71; Fully Successful = total point
range below 70. Employeeswho are hired within 90 days prior to the cut off date of 31 March are
indigible. Recertification of aninitid or previous appraisad is unacceptable for consideration of a cash
award. In order to be granted a QS| a civil service employee must receive at least athree percent
award. A lesser percent resultsin acash award. All documents must arrive at SGOF by the
established suspense date, late arrivas are returned without action. FAP employees who are
considered by their loca base or MTF board MUST be funded by their locd entity.

Notable achievement Award. The Notable Achievement Award, is based on noteworthy
contributions that may occur a any time. This should not be used in lieu of or in conjunction with the
annua gppraisa program. The initid request for condderation of this award is submitted by the FAO
on an AF Form 1768 to the Family Advocacy Program Manager, AFMOA/SGOF for
approval/disgpproval. The amount of the award may range from $50 to $300. An Action
Memorandum is forwarded which contains a detailed narrative judtification for the recommended award
(separate narrative for each person if more than one is being considered). Criteria may include any of
the fallowing:

Displaying initiative, perseverance and dedication to duty

Improving procedures or methods

Specid, unique projects

Eliminaing or minimizing safety hezards

Increasing productivity

Saving time, money, and resources

Improving customer service or servicesto the public

Similar noteworthy contributions
Notable Achievement Award amounts are charged against the FAP' s annual awards program budget.
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PERFORMANCE APPRAISAL
(AF FORM 860A)

A primary point to remember when using the appraisa factorsis that you are evaluating an employee's
performance with the context and intent of the basic gppraisa definition and within the scope of the
employee' sjob.

a. The standards are written for “met”. 'Y ou will have the right to use judgment in deciding whether
employees faled, met, or exceeded the dements. The supervisor's exercise of this judgment is
presumed to be fair and reasonable. A supervisor should never have to justify or defend arating
of ‘77, for example, except to date the reason. An employee is entitled to have received
warnings or counsdling in advance of a less than “9” rating. Supervisors should reorient their
thinking; ratings are a management prerogative, which requires the exercise of judgment.

b. It isenough to tel employeesthat you are required to make reasonable and responsibleratings. If
everyone is superior, then no one is. Wholesale recognition of employees detracts from the entire
purpose of the gppraisal program.

FACTORSRATINGS

Supervisors must have a clear understanding of the rating scae and how it relates to Air Force civilian
employees. The most important point of the scae is “Fully Successful”, for it is here that you should
reference your ratings.  In using the rating scae, you must keep in mind that the typicad or “Fully
Successful” employee works hard and is proficient on the job. The rating scde was designed to
provide employees with awide range to show their particular strengths and weaknesses.

There is an expectation that you will make meaningful digtinctions among the performance of your
employees through the ratings you assign. These ratings will motivate your employees to try to improve
to qudify for the higher ratings, thus embracing misson accomplishment.

FULLY SUCCESSFUL EXCELLENT SUPERIOR
Percent 40 to 60% 20to 30% 20 to 30%
Factor
Average 4t06 to8 8t09

Thisis not arigid rule. The intent is that dl employees have srengths and weaknesses and that they
should be rated fairly and accurately accordingly to their demonstrated performance on each behavior
factor. A fully successful employee (who is clearly in your mind a“5” on dl the technica aspects of the
work) is supposed to be able to earn a 9 on working relations if the performance on working relations
warrants it.

16



Smilaly, an employee with perfect technicd skills, but who is consgtently the center of turmoail and
drife with co-workers, ought to have that reflected in a rating on working relations. This is the place
that we can rate that “attitude’—at leest & a 5 levd —and give e employee a signd of where
improvement is needed.

If an employee receives an 8 or 9 on a behaviora/appraisa factor, you enter the eements in which it
was observed and you have judtified that performance was exceeded. If there is no judtification for the
referenced dements, you must write justification for the factor rating.

AF FORM 860B, CIVILIAN PROGRAM REVIEW WORKSHEET

At least one progress review of the employee’ s performance againg dl the e ements of the performance
plan will take place during the gppraisa period, normdly at the midpoint. AF Form 860B will be used
to document this review and may befilled out prior to and/or during the review with the employee. Use
of this form is mandatory. It facilitates the communication on performance. The progress review is a
private communication between rating officia and employee. The progress is intended for employee’'s
development and to help the individua. The employee should be made aware of the progress review is
meant to provide feedback on performance that may impact the rating of record a the end of the
gppraisa period. A copy of the form is provided to the employee. The origind is retained by the rating
officid in ther record.
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PERFORMANCE BASED ACTIONS
QUESTIONS AND ANSWERS

It is sometimes necessary and gppropriate to take action on an employee based on their unacceptable
work performance. There are very specific procedures and guiddines, which must be followed to (1),
afford an employee a reasonable period to improve prior to taking any action and (2) to ensure the
action taken will be upheld under a third party review (normaly the Merit System Protection Board).
The following questions and answers are provided for your information:

1Q: WHAT ARE THE PRINCIPAL LEGAL AND REGULATORY REQUIREMENTS
SUPERVISORS MUST MEET FOR TAKING AN ACTION BASSED ON
UNACCEPTABLE PERFORMANCE?

1A: Supervisors must:

(1) Communicate to the employee performance e ements and standards, which permit the evaluation
of job performance on the basis of objective criteria

(2) Notify the employee when performance is unacceptable in one or more criticad elements and
inform the employee of the standards that must be attained in order to demonsirate acceptable
performance. (NOTE: All such notices must first be coordinated with your servicing employee
relation’s pecidis.)

(3) Afford the employee a reasonable opportunity to demonstrate acceptable performance (normally
30-90 days).

(4) Issue to the employee a 30-day advance notice of the proposed action (if performance does not
improve during the opportunity period) which includes specific indtances of unacceptable
performance.  These indances must have occurred within one year preceding the notice of
proposed action.

(5) Allow the employee areasonable period to respond to the proposed notice.

(6) Issue a written decison within 30 days after expiration of the notice period. An officid in a
higher position than the one who proposed the action must concur this decision on.

2Q. MAY A SUPERVISOR CHANGE AN EMPLOYEE'S ELEMENTS AND/OR
STANDARDS DURING THE APPRAISAL CYCLE AND STILL BE ABLE TO INITIATE
ACTION FOR UNACCEPTABLE PERFORMANCE?

2A. Yes. Aslong asthe change is properly communicated to the employee and the employee has had
aufficient time (usualy 90 days) to perform under the revised/added elements or standards.
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3Q. WHAT ASSISTANCE MUST | GIVE TO AN EMPLOYEE IN CONNECTION WITH
HISOR HER OPPORTUNITY TO DEMONSTRATE ACCEPTABLE PERFORMANCE?

3A. The following methods are some most commonly used: (1) supervisory assistance/counsding; (2)
training which may include on-the-job training, monitoring, or other forms of assistance by coworkers or
senior personndl. NOTE: Thereis no requirement that forma training be provided.

4Q. DOES THE EMPLOYEE HAVE THE RIGHT —THE SO-CALLED WEINGNARTEN
RIGHTS—TO HAVE A REPRESENTATIVE PRESENT WHEN | COUNSEL THE
EMPLOYEE ABOUT HISOR HER PERFORMANCE?

4A. No. Mestings to discuss performance problems are not disciplinary or investigatory in nature.
NOTE: If employee s performance does not improve and a notice of proposed action is
issued, employee is dlowed a representative during the reply.

5Q. MAY | PROPOSE ACTION TO REDUCE IN GRADE OR REMOVE AN EMPLOYEE
ON INSTANCES OF UNACCEPTABLE PERFORMANCE WHICH OCCUR
FOLLOWING THE EMPLOYEE'S OPPORTUNITY PERIOD TO DEMONSTRATE
ACCEPTABLE PERFORMANCE?

5A. Yes provided (1) the employees peformance following the opportunity to improve is
unacceptable in one or more of the critical eements which formed the bass of the opportunity to
improve period; (2) the unacceptable performance occurred within one year from the beginning of the
opportunity to improve, and (3) the instances of unacceptable performance relied upon in making your
determination of unacceptable performance occurred within the one year period ending on the date of
the advance notice.
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QUALITY CONTROL REVIEW
(Performance Rating Only)

CIVILIAN PERFORMANCE AND PROMOTION APPRAISAL
(AF Form 860A)

OVERALL PERFORMANCE RATING

YES NO
______ Ovedl raingsare indicated
______ Ovedl raings are properly derived:
SUPERIOR Exceeded dl PEs
EXCELLENT Exceeded more than one-hdf of critica PES, met
Other PEs
FULLY SUCCSSSFUL Met dl PEs
MINIMALLY ACCEPTABLE Did not meet one or more non-critica PES, met dl
Criticd PES
UNACCEPTABLE Did not meet one or more critica elements

APPRAISAL FACTORS—MANNER OF PERFORMANCE
YES NO

_____ Each of the nine appraisal factors has been rated

__ Ovedl gpprasd factor ratings are in reasonable correlation with overdl
performance rating

____Apprasd factor ratings are consstent with other employees who demonstrate
amilar or equd levels of work behaviors

SIGNATURES
YES NO

Rating officid signed
Reviewing officid sgned

PERFORMANCE EVALUATION

YES NO

___Each Performance Element (PE) has been evaluated

__ PEsaemarked critica or noncritica exactly as shown on the AF Form 860

_____ PEevduations are consstent with other employees who demongtrate amilar levels
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of substantiated performance
SUBSTANTIATION OF RATINGS

YES NO
Written substantiation is provided for each PE evauated as “ exceeded” or “did not
meet”
Substantiation is concise, addresses specific measurements in the sandard, and s
supports the PE eva uation.

REMINDER- You arerating performance obser ved.

The overd| average of the work appraisa factors should correlate to the overdl of the performance
plan.

a. A “Superior” rating should merit an average of 8-9.

b. A “Excdlent” rating should merit an average of 7to 8.

c. A “FRully Successful” rating should merit an average of 4-6.

d. A “Minimaly Acceptable’ rating should merit an average of 2-3.
e. An*“Unacceptable’ rating should merit an average of 1-2.

OVERALL PERFORMANCE RATING. The ovedl peformance raing is assigned usng the
following guide:

a. Superior Rating — Employee exceeds dl  of the dements of the performance plan.

b. Excdlent Raing — Employee exceeds more than one-hdf of the criticd eements and meets dl
other eements.

c. Fully Successful Rating — Employees meets the requirements of dl of the eements of the
performance plan.

d. Minimdly Acceptable Rating — Employee does not meet the requirements of one or more
noncritical eements of the performance plan but meets the requirements for dl critica eements.

e. Unacceptable Rating — Employee does not meet the requirements of one or more critica
elements of the performance plan.
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SECTION I — CONTRACT EMPLOYEES
SUPERVISOR INFORMATION

Contract employees are hired under a persona service contract and are subject to supervison and
direction by hisher government supervisor. For Position Knowledge, Experience and/or License
Waivers see Section |, Selecting Employees. Should contract employees encounter a problem that
cannot be resolved with their supervisor the problem shdl be referred to the contractor.  Contract
employees remain employees of the contractor and responsibility remains with the contractor for
evaduation of an employee's performance. The contracting office shdl be informed of al problems.
Remova of a contract employee, a the Government request, from the contract requires the
concurrence of the contracting officer.

Contractor personne shall wear dresses, skirts, pants, or dacks, shirt or blouse, shoes and
sockg/'stockings.  Tank-top shirts, cut-offs, shower shoes or similar items of appardl are prohibited.
Clothing shdl be dearly diginguishable from dl U.S. military uniforms. Contract employees shdl
maintain a neat, well-groomed appearance at dl times to facilitate credibility with the patients, saff and
command.

Contractor personnd shal wear a contractor provided identification badge, on the left front of ther
outer clothing a dl times while performing contract services. The badge shdl include the person’s fulll
name, title, and company name.

The Air Force shdl conduct crimina background checks on contract employees providing services to
children. Background checks will be based on fingerprints of individuas obtained by the loca Security
Forces and inquiries conducted through the Federd Bureau of Investigation (FBI) and state crimind
history repositories.

The Air Force will not interfere in matters pertaining to contract employee and hisher contractor. The
Air Force will not remove a contract employee without the Contracting Officer’s written approvd. As
the on-site supervisor, you will provide feedback on contract employee performance upon request or as
needed.

All contractor personnel may be sdected to attend Family Advocacy training conferences or training
sponsored by commercia sources, as approved by our office. Contract employees who are selected to
attend FAP sponsored training are required to attend unless written justification requesting waiver of
attendance is gpproved in advance. Contract employees sdected for Air Force training will have six
months retainability to ensure a retun to the Air Force's invesment of training funds. Contract
employees who gpply and are gpproved for commercid training will have one year retainability. If the
employee does not successfully complete the commercid training the contractor will be responsible to
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the Air Force for rembursement of the cost of the training. Resignation of a contract employee within
one year of atendance of the commercid training will result in the contractor reimbursing the Air Force
apro rate portion of the Air Force' s expense for the commercid training.

Routine work hours, as set by the MTF Commander, are 40 hours a week, Monday through Friday,
excluding legd haolidays, (lunch period as set by activity and is unpaid). Routine hours may vary for
gpecific ingtances. (Exception: For those bases where the Base Commander has deemed the work day
to be nine (9) hours, work five days one week and four days the following week, with Friday a nor+
duty day; the number of hours worked may exceed 40 or tota hours for a pay period may exceed 90
but not more than 45/85.) Flex time may be used to alow adjustment of a norma work day for
contract saff who may be conducting individud/family groups past norma hours. Comp time is
dlowable only if the Air Force requires the employee to work late for program responsbilities (this
should be on a very rare occasion). Comp time will not be accumulated and must be taken within 30
days. Contract employees do not earn comp time whileon TDY. Compensation isin the form of paid
per diem, travel costs and the benefits of the training. Down days are consdered to be days of leave.
Any days where civil service employees are required to take annua |eave are consdered leave (unpaid)
days for contract employees.

SGOF daff verify the tota hours worked by contract employees.  The Air Force only pays for hours
worked by the contract employee. The form a Attachment 2 will be completed and forwarded to our
office via fax within 24 work hours after completion of the pay period. Individud times sheet required
by the Contractor will not be forwarded to our office. Failure to comply with this requirement will

result in the employee not being paid. It is you, the supervisor, who is responsible for providing us this
information not the employee.

Contract employees must conduct themselves in a professond manner. Petient complaints may result in
a contract employee being removed from the contract. All information and/or data obtained by the
contractor and contractor employees are proprietary to the Air Force and shal be used only within the
scope of the contract (e.g. contractor and contractor employees are prohibited from submitting articles
for publication in professiona journas and books using information or data obtained while performing
under our contract). All requests for medical information on patients shal be immediately directed to
the MTF Commander. At no time shadl the contractor’'s employees release any medica or persond

information on a patient whom contractor personnd have treated without first receiving written approva
from the appropriate authority. Contract employees are not authorized occupationa hedlth services.

However, they may receive emergency first aid and medica treatment subsequent to on the job injuries.
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PART Il -RESOURCE GUIDE

The information contained herein provides you with necessary guidance regarding Family

Advocacy resources. Further questions can be directed to our Family Advocacy Budget Analyst

at:

AFMOA/SGOF

2601 Doalittle Rd, Bldg 801
Brooks AFB TX 78235

DSN: 240-5458
FAX: 240-6770
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FAMILY ADVOCACY RESOURCES
CONGRESSIONAL FUNDING:

Congress appropriates Operations and Maintenance (O&M) funds for the establishment and
execution of the Air Force Family Advocacy Program. These funds are filtered from:

Office of the Assstant Secretary of Defense, Office of Family Policy, Support and Services
(CASD(FMP)/PSF&E)  through Department of Defense Schools (fund control only) to
Secretary of the Air Force to Air Force Military Personnd Center (FAPC) to AFMOA/SGOF
for execution.

AFMOA/SGOF is respongble for execution and compliance with DoD, and Air Force regulations
governing financa management.

The Family Advocacy funds are digtributed to each base via a centrd disburang method. This is
accomplished via an Obligation Budget Authority (OBA). SGOF identifies fund requirements for each
base to AFPC. AFPC prepares and distributes the OBA documents to base Accounting and Finance
Office (AFO) which “loads’ the fundsin the base accounting system for disburaing authorized expenses.
The base AFO then reports expenditures, obligations, and commitments to AFPC, Randolph AFB TX.
AFPC consolidates the data into a master file for SGOF. SGOF reviews the data by base, noting any
variance in civilian pay expenses to determine any changes in gtaff, and to retrieve actud expenses
incurred for TDY,, locd travel, and materiads purchased.

Family Advocacy funds will only be used to:

a Address child and spouse maltreatment as defined in DoD Directive 6400.1, Family Advocacy
Program, by implementing the FAP eements of prevention, direct services, administration, evauation,
and training as s&t forth therein.

b. Support those prevention activities that are drectly related to prevention of child and spouse
matreatment and for promoting early identification and reporting of suspected child and spouse
maltreatment.

Family Advocacy fundswill NOT be used to:
a. Support activities funded through other programs, such as financid management counseling and

the Exceptiona Family Member Program (EFMP). Civilian gaff funded by SGOF will not provide
EFMP services.
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b. Purchase promotiond items that merdly publicize FAP activities.

Family Advocacy funds may be used to provide victim assstance services as defined by DoD Directive
1030.1, Victim and Witness Assstance, to child and spouse mdtreatment victims and to provide
services to children who are sexualy abused in DoD sanctioned activities: When funds are used for this
purpose FAP, staff will make a written request, with justification, to AFMOA/SGOF.

The Family Advocacy Officer will ensure execution of the ingtalation FAP budget in accordance with
DoD, AF, and FAP guidance. The FAO will be responsible for ensuring expenditures do not exceed
the amount of funds issued (to avoid anti-deficiency), funds are expended in the manner intended (to
avoid misgppropriation of funds), and only authorized personnd will obligate the government (to avoid
unauthorized commitment). The FAO will ensure dl FAP saff members are aware of policies and
procedures for obligating funds.

The MTF Commander resources the FAP by:

a Appointing an active duty socid work officer or MTF-funded civilian ocid worker to serve as
Family Advocacy Officer and Alternate FAO (other menta hedlth personne can function as FAO or
Alternate FAO when an MTF socid worker is not available).

b. Assgning mentd hedth technicians, as avalable, to support the Family Advocacy Program and
Exceptiona Family Member Program.

¢. Providing office space, office equipment and furnishings, operating supplies, printing, utilities, and
mai ntenance.

d. Support FAP gtaff training needs.
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DIRECTIVESAND POLICY
The following regulations govern the expenditure and obligation of government funds:

a Joint Traved Regulation (JTR). Governs TDY, PCS and Vicinity Travel.
Volume | — Uniformed Service Personnd
Volume Il — Civilian Personnd

b. AFl 40-301, Family Advocacy Program. Chapter 2, Civilian Staffing, paragraph 2.2.
AFMOA/SGOF funded civilian employees. “Civilian employees whose pogtions are funded by
AFMOA/SGOF cannot serve as the FAO, aternate FAO, EFMPO or dternate EFMPO. The
personnel cannot participate in menta health “on cal” rogters, as their duties are restricted to child and
spouse abuse prevention and intervention.”

c. AF Palicy Directive 65-6, Financid Management, paragraph 1.2: “The Air Force will ensure
gppropriated funds, including expired funds and Defense Business Operations Fund (DBOF) accounts,
are used only for authorized purposes, as enacted by Congress and under DoD and Air Force
directives and indructions. Also, the Air Force will ensure appropriated funds are used only in the
amounts and for the time period authorized by the applicable budget authorization, alocation and
alotment.”

d. AFI 65-608, Antideficiency Act Violation Causes:
(1) Authorizing or cregting obligations before funds become available.
(2 Authorizing or cregting obligations in excess of the amount available.

(3) Failure to comply with statutory or regulatory limits or prohibitions on the use of dlotted
funds.

The actud obligation of government funds must be authorized or made by government employees or
military members with the specific authority to do so. Only military members and employees of the
government can be held responsble for such violations and answerable to the adminigrative and
crimina sanctions of the law.
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FUND AUTHORIZATION

Only AFMOA/SGOF is authorized to obligate the government or to expend funds. At the beginning
of each fiscd year (FY) AFMOA/SGOF will issue a letter (Atch 3) with fund citation/accounting
classfication specific to your base. Included will be fund ceilings for each type of expense authorized.
These cellings cannot be exceeded and requests for fund increases should be addressed to
AFMOA/SGOF, 2601 Dooalittle Rd, Brooks AFB TX 78235.

CIVILIAN PAY: SGOF will issue written authorization to the FAO to hire or rehire personnel with
gpecific ingructions as to type, grade and classification and will provide an approved CoreDoc for the
gpplicable professon. Funds will be issued a the beginning of each FY only for the number of
AFMOA/SGOF personnel employed. Funds will not be issued for vacant positions. Therefore, SGOF
must be notified of new personnel who are hired so funds can be dlocated before the end of their first
pay period. The Family Advocacy Contract Employee Time and Attendance Worksheet at Attachment
3 will be used to report the total number of hours worked by contract employees. Do not report time
off, sck leave, holiday or regular leave in the total number of hours reported. Be sure to include the
contractor’s name, your duty location, reporting period, employee's name, total number of hours
worked, and signature of the FAO. The FAO must maintain origind, signed time sheets for each GS
and contract employee, avalable to AFMOA/SGOF on request. See Contracting Officer
Representative (COR) Guide for further information on contract staffing.

TDY: Requedsfor commercid training relevant to FAP staff professona duties must be approved
by the FAO. Only one commercia training per employee is authorized each fiscal year, when funds are
avalable. A request for funding for commercid training must be agpproved and authorized by
AFMOA/SGOF before any commitment is made to attend the training. This does not gpply to
AFMOA/SGOF-sponsored training (e.g. FAO, FADAP, Prevention Conferences). FAP staff must be
employed with the FAP for at least Sx months before requesting funding for any commercia training.
The request for training must be submitted to SGOF to arrive not later than 60 days prior to the start of
the training. If goproved, AFMOA/SGOF will issue a letter of authorization with a fund
citation/accounting classfication for identified military and civil service personnel to travel to a particular
location for a specified purpose to include regidration fees, if gpplicable. This letter will be used to
obtain gpplicable travel orders (DD Form 1610) and become background materid for the orders
issuing officid. Contract employees will receive a travel authorization. Procedures for TDY cods are
established by ther gpplicable Contractor. Reimbursement for CEU’s for dl personnd is non
refundable. Traveers will adhere to loca policy for obtaining travel orders, traveling and submitting
travel vouchers. TDY expenses incurred using FAP funds without written authorization from
AFMOA/SGOF is a violation of regulations and subject to disciplinary action, dismissal, and/or
reimbursement to the government of expenses incurred. Substitution of another employee is
prohibited. The audit trail for obligations and disbursements will be maintained by the FAO as part of
thelr regular duties. Attachment 4 is a sample form to maintain the accountability of these funds.
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LOCAL/VICINITY TRAVEL: A leter will be issued a the beginning of each FY identifying the
fund citation unique to each base with the Element of Expense/Investment Code (EEIC) to be used for
loca travel. This code will only be used for locd travel. The fund cite will be entered in the block
marked “Accounting Classfication” on the SF 1164, Clam for Reimbursement for Expenditures on
Officid Busness. Detalled indructions for completing the SF 1164 and generd retrictions concerning
locd travel are provided under a separate section titled:  Claims for Reimbursement for Vicinity Trave
(SF 1164).

REGISTRATION FEES NOT IN CONJUNCTION WITH TDY: A letter of authorization
will be issued by AFMOA/SGOF for regidiration or training fees. A DD Form 1556 will be completed
in accordance with ingtructions provided under a separate section titled: Training. Trainee may, in lieu
of the DD Form 1556, use their government credit or provide advance payment via check and get
reimbursed after completion of training. If thismethod is used this action must be included in your travel
orders. FAP gaff authorized to attend local training will use SF 1164 for reimbursement of registration
fee, however, prior authorization from AFMOA/SGOF is required. These procedures only gpply to
military and civil service employees. Contract employees will follow indruction provided by their
Contractor.

FAP RESOURCE ACCOUNT. All FAPs will be granted a resource account unless the FAO
declines in writing. The use of these fundsis limited to the purchase of items and materids pertaining to
the prevention and/or treatment of child and spouse abuse, (e.g. books. Films). Funds may aso be
used for smdl purchases such as dide projectors, TVs, and answering machines, when the MTF
disapproves funding for these items. DoD prohibits use of these funds for promotiond materids
and/or food items. Use of these funds expires 30 September. The FAO has discretionary control over
the Resource Account (supply). The audit trail for obligations and disbursements will be maintained by
the FAQ, these records will be maintained on file for two years. Attachment 5 is a sample form for
maintaining accountability of your resource account. Further information is provided a the section
identified as* Family Advocacy Resource Account”.

REPORTING REQUIREMENTS: All personnd actions must be reported to AFMOA/SGOF
as soon as possible. Thisincludes new hires, separations, or transfers, promotions, and step increases.
The following information will be provided for new hires Name, Pogtion Title, If cvil service — grade,
step, salary and dart date.
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WHAT ISAN ACCOUNTING CLASSIFICATION?

An accounting classfication is dso known as afund citation or afund cite but dl refer to the string of
codes identifying a specific gppropriation. The following bresks down the accounting classfication to
help understand when to use the various codes and why:

97X0100.6042 CBX 57XX 76XXX 7XXXXX XXX XXXXXX

In the list below,

X denotes variable codes

97 DoD Appropriation

X Denotesfiscd year (FY), i.e., 9700100 denotes DoD appropriation, FY 00

0100. Identifies Family Advocacy Program
6042 Identifies Air Force
CBX Fund Code (CB) Identifiestype of funds, i.e, O&M X refersto FY

57XX  Operating Budget Account Number (OBAN). Identifies unit, distinguishes one
FAP from another. These codes correspond to the cost center for each base.

76XXX Budget Program Activity Code (BPAC). Aidsin tracking expenses by activity.
There are five BPACs for Family Advocacy:

Prevention 76200
Direct Services 76300
Adminigration 76100
Research/Evauation 76400
Traning 76500



TXXXXX  Responghility Center/Cost Center (RC/CC). Identifies each unit or FAP
office. The second position identifies MAJCOM with the following three
positions identifying the base. AFMOA/SGOF assigns RC/CC for FAP.

XXX  Element of Expense/Investment Code (EEIC). Identifies the type of expenses. Codesto be
used for:

TDY —409 for travel and per diem, vicinity travel
Regigtration Fees— 553
Resource Account (non AF Supply) — 61950

XXXXXX Accounting Disbursement Station Number (ADSN). Each base has a station code

identifier. All of your obligating documents (TDY orders,
AF Form 9, SF 1164), M UST contain your base station code.

31



PERSONNEL AND EXPENSESBY PROJECT CODE

76200 PREVENTION —itemsdirectly related to prevention

Personnd: Family Advocacy Outreach Manager (FAOM)
Family Advocacy Nurse (FAN)

76300 DIRECT SERVICES- expendituresrelated to treatment
Personnd: Family Advocacy Trestment Manager (FATM)
Family Advocacy Intervention Specidist (FAIS)
76100 ADMINISTRATION - Adminigrative support, operating costs, and miscellaneous
expenses incurred.

Personnel: Family Advocacy Clerk Typist

76400 RESEARCH AND EVALUATION - Expensesincurred in the process of collecting and
evauding data.

Personnel: Family Advocacy Data Support Specialists (FADSS)
Family Advocacy Program Assstants (FAPA)

76500 — TRAINING - Codgsincurred for training of FAP personndl.
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FAMILY ADVOCACY RESOURCE ACCOUNT
(EEIC 61950 Non-Air Force Supplies and/or Materials)
PURPOSE: To provide fundslocaly to Family Advocacy Offices for smal purchases.

ELIGIBILITY: All Family Advocacy Offices will be granted a resource account unless the Family
Advocacy Officer declinesinwriting.

LIMITATIONS:

a Funds alocated will be for the purchase of items and materids pertaining to the prevention and/or
treatment of child and spouse mdtreatment, i.e., books, films, etc. Funds may aso be used to purchase
andl items of equipment but must be soldy within the Family Advocacy Program, i.e., telephone
answering machine, dide projector, televison, etc, when the MTF/CC has declined their purchase.
Items can be purchased with a government IMPAC card or an AF Form 9, Request for Purchase, or
through Medicad Supply channds.

b. Funds must be obligated by 30 June of each year or they may be withdrawn.

c. Useof funds dlocated expires 15 Aug each year.

d. Reguestsfor items that exceed the amount alocated to your resource account must be submitted
in writing to AFMOA/SGOF through the applicable Mgor Command Family Advocacy Program
Manager. Include:

(1) FAOs approval
(20 Complete nomenclature of item to include cost and quantity
(3) Source with address and telephone number.
(4) Jdudification
RESPONBILIBITIES:

a. SGOF will provide a fund authorization letter (see sample letter a Atch 3) a the beginning of
each fisca year as soon as Congress passes the budget and DoD allocates our funding.



b. Family Advocacy Officer will be responsible for fund accountability and integrity of purchases as
gpplicable to the Family Advocacy program.

c. Family Advocacy Officer will be responsible for compliance with AFMOA/SGOF ingructions

and policies.

TRAINING

1. Regueds for commercid training relevant to Family Advocacy Program dtaff professond duties
must first be gpproved and the requesting letter signed by the FAO . The FAO will consder the
following when gpproving or disgpproving an employee s request for commercid training:

a, Responsivenessto AF FAP Standards or other requirements.

b. Amount of research and program data forwarded to AFM OA/SGOF.

c. Relevanceto specidty.

d. Qudlity of traning.

e. Number of previous approved training TDY's, and

f. Attendance at previous AFM OA/SGOF-sponsored conferences.
2. A request for funding for commercia training must be approved and authorized by AFMOA/SGOF
before any commitment is made to attend the training. Only one (1) commercid training per employee,
per fisca year, is authorized, when funds are available. This does not apply to AFMOA/SGOF

sponsored training (e.g., FAO, Prevention Conferences, FAST Course, FADAP Training, €tc.)

3. FAP Civil Service/Contract employees must be employed with the FAP for a least Sx months
before requesting funding for any commercid training.

4. The FAO-gpproved request for commercia training must be submitted to AFMOA/SGOF to arrive
not later than 60 days prior to the traning. All requests mugt incdude name, title, status (Civil
Service/Contract), estimated travel codt, regidtration fee (if gpplicable) and a copy of the training
brochure.

5. SGOF will return the approved/disapproved request to the FAO. Approved requests for military
and civil service personnd will include an accounting classfication for the publication of travel orders,
DD Form 1556, or SF 1164 depending on the location of the training. A travel authorization letter will
be furnished for contract employees. Reimbursement for TDY costs will be per ingtruction furnished by



the contract employee’s respective Contractor.  SGOF will be notified if an employee is unable to
attend the training. Subgtitution of another employee is prohibited.

6. Regidration Fees.

a Arepad by the units Training IMPCA Card, however, if your finance office permits, military and
civil service personnel may use their government credit card, persona check.

b. Contract employees follow procedures provided by their Contractor.

In ALL cases where the military and civil service traveler is permitted to pay the regidration fee in
advance, be sure the reimbursement authorization is included in their travel orders. For locd training
employees can utilize SF 1164 for rembursement.

7. Funded attendees to commercid training must complete and forward to SGOF a critique (or trip
report) within 30 days after completion of he TDY. The critique will include the pogtive and/or
negaive aspects of the training. Falure to comply within 30 days &fter return may result in
disqudification from attendance a other commercid training.

8. FAP employees are responsible for obtaining training to update their skills, and to meet licensure and
certification requirements. Personnd performing under a persond service contract funded by SGOF,
may be salected to attend FAP conferences or training sponsored by commercia sources, as gpproved
by the government. CEU maintenance of licensure is employee responsibility. Cost for CEUs are non
rembursable.  Contract personnd who are sdected for government training are required to attend
unless written judtification-requesting waiver of attendance is gpproved in advance.

9. Contract personnel sdlected for government provided-training will have Sx month's retainability to
ensure a return on the government’ s investment of training funds. Contract personnd who apply and are
approved for commercid traning will have one-year retainagbility.



AF FORM 9, REQUISITION INSTRUCTIONY
PUCHAS NG PROCEDURES

FUNDING RESPONSIBILITIES:

1. An Obligation Budget Authority (OBA) alocating funds at base level will be issued for a set dollar
amount. A letter will be issued with al funding cellings.

2. The Family Advocacy Officer is the approving officia for al purchases. Funds can only be used to
purchase the items pertaining to the prevention and/or treetment of child and spouse abuse, i.e., books,
films, etc.

3. The FAO will be responsble for accountability of FAP funds. Exceeding the dollar amount
authorized isaviolation of AFl 65-608 and is subject to adminigrative discipline.

PROCEDURES:

1. AF Form 9, Request for Purchase, will be completed and approved by the FAO. Items from the
same source may be submitted on the same form. A sample AF Form 9 is included a Atch 6
Requisition number can be obtained from your MTF Resource Management Office (RMO).

2. The accounting classfication on the FAP Resource letter will be cited in the appropriate block of the
AF Form 9.

3. Each AF Form 9 will be entered in the informa obligation record, see Atch 5. The AF Form 9 tota

dollar amount is the Commitment Amount. The amount on the Purchase Contract, Sk Form 1449,
Block 26 isthe Obligation Amount and the Available Baance is adjusted accordingly.
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4. AF Form 9(s) will be submitted to Accounting and Finance for commitment of funds againgt the
OBA dlotment. The Accounting and Finance Office forwards the request to the base
Contracting/Procurement Office.

5. The Contracting Office negotiates for the requested item(s) and issues a SF Form 1449 to the
lowest bidder. (See Atch 7 for sample copy) Upon receipt of the materids, aDD Form 250, Materia
Inspection and Recealving Report, will be completed and submitted to your Accounting and Finance
Office. (See Atch 8 for sample copy) A copy of the SF Form 1449 should be retained for your files.
The cyde is complete for each requistion when al documentation has been forwarded to your
Accounting and Finance Office,

6. The obligation and audit trail is maintained by Accounting and Finance Office and by the FAO. All

documents should be kept together and retained for two years after the end of the fiscal year in which
action was completed, i.e., FY 00 contracts may be destroyed Oct 2002.
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CLAIMSFOR REIMBURSEMENT FOR
VICINITY TRAVEL (SF 1164)

Family Advocacy Outreach Manager, Family Advocacy Nurse, Family Advocacy

Intervention Specidist and in some cases, the Family Advocacy Trestment Manager and the Family
Advocacy Program Assgtant, are authorized reimbursement at the current mileage rate for using their
persond vehide while on officid business in the vicinity of their duty gation, if AFMOA/SGOF
budgeting limitations alow commitment of funds for this purpose.

The boundaries for vicinity travel are determined localy by each base commander in compliance with
the Joint Travel Regulation. Individuas submitting a clam should become familiar with their local base
directives governing vicinity trave. Reimbursement for on-base travel is authorized for mileage that
exceeds 5 miles round trip. Claims for vicinity travel will be submitted monthly. Exception: Contract
employees following ingtructions provided by their respective Contractor.

Vicinity travel does not include travel from point-to-point on the duty station nor doesit include trave to
and from work. If, however, it is necessary to perform services or serve as participant in an officia
capacity any excess mileage (beyond that normdly driven to or from work) may be clamed for
rembursement. If the SF 1164 includes this type of mileage, indicate on the form or on an attached
gtatement, the norma mileage to and from work and your home address. This form will not be used to
purchase any type of items, trave to atend alocd seminar, any miscellaneous expenses or registration
fee.

The SF 1164 must be completely legible. Do not use white out to make corrections. If acorrection is
necessary draw a sngle line through the incorrect entry, initid the entry, and make a new entry. (See
sample a Atch 9) All entries must be completed and preferably typewritten. If it is necessary to use
the backsde of the form, disassemble and reassemble the form to ensure that the origind of the
backsde is on the origind of the front Ssde. Completed SF 1164 will be submitted to your locd Base
Accounting and Finance Office, Travel Section, for rembursement. An accounting classification will be
issued annudly specificdly for your base. Use of this accounting classfication is for Vicinity Trave,
parking fees, and any other item as specified in this brochure.



INSTRUCTIONS FOR PREPARING SF 1164
(Military and Civil Service Employees Only)

The following numbered paragraphs coincide with the numbered areas of SF 1164. Refer to an SF
1164 while following these indructions:

1. Enter your office symbol (i.e. SGHMA)

2. Leavethisareablank.

3. Leavethisareablank.

4. a Enter your full name asrequested. Do not forget to enter your grade, eg., GS-9.
b. Enter your Socia Security Number.

c. Enter the correct address where you wish to have your reimbursement check mailed. Ensure
your zip code and, if gpplicable, your post office or PSC box number is correct.

d. Enter your DSN telephone number where you can be contacted during duty hours.
5. Leavethisblank.

6. a Enter the year, eg., 00 in the space provided below the word “date’. Enter the day and month
for each trip you are requesting mileage rembursemen.

b. Enter rembursement code “A”.

c. Enter the full name of your bode or starting point of travel. For example: Randolph AFB, etc.
The Accounting and Finance Office has specificadly requested that the abbreviated base name not be
used.

d. Enter the complete address of your travel destination. Follow the address with “& return” to
denote that the trip was a round trip (destination and return to base).

e. Enter the actud number of miles traveled for the trip. Do not round up or down to the nearest

mile. Indicate partid milesin decima form. If you used the reversed sde of the form, do not forget to
transfer the totas to the front page.
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f. Compute this area using the current rate per mile. Y ou may round up or down to the nearest one
cent. If you used the reverse sde of the form, don’t forget to transfer the totals to the front page. Asa
meatter of information, this areais recomputed by the
Accounting and Finance Office clerk who processes these clams.

g. Enter any fares or tolls paid for the trip specified.

h. Leavethisareablank.

I. Enter any parking feesin this column. Submit areceipt for each parking feeincurred. Regidtration
fees, (except for local training for contract employees approved by AFMOA/SGOF) travel to seminars
or clamsfor anything other than mileage, parking fees or talls, is Strictly prohibited.

columns “f” through “1”, cross total these and enter the amount clamed in this area. Do not forget to
bring forward any sub-totas from the reverse sde.

8. Your gpproving officid (your supervisor) will sgn here and enter the date. Sign the origind only.
9. Leavethisareablank.

10. The clamant, as specified in block 4, Sgnsthisarea. Do not forget to place an “X” or check mark
in the block titled “check” for type of payment desired.

11. Leave this area blank.
12. Leave this area blank.

13. Enter the accounting classification code issued from AFMOA/SGOF for vicinity travel.



REFERENCES-ATTACHMENT 1

ABSENCE AND LEAVE REFERENCE: AFI 36-815
Employees earn 4 hours of Sck Leave (SL) per pay period and ether 4, 6 or 8 hours of Annual Leave
(AL) depending on length of service. Use of this leave and requests for advance leave, leave without
pay, and adminigrative leave often create problems for a supervisor. 'Y our employees should know the
procedures for requesting and using leave.

ADVERSE ACTIONS REFERENCE: AFI 36-704

Adverse actions are normdly taken when an employee's conduct becomes unacceptable. These are
disciplinary actions such as suspension, removas, etc.. Coordinate with DPCE before taking any
action.

ADVERSE IMPACT REFERENCE: FEORP, 5CFR, PART 720

Adverse impact exists whenever under-representation of a minority/sex group is identified through a
comparison between the percentage of the group in a particular occupationd category federd
employment and the percentage of that same group in the civilian labor force.

AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY
REFERENCE: AFI 36-205

Personnd manegement is accomplished in a manner that is free from discrimination and provides equa
opportunity for al applicants and employees regardless of their race, color, religion, age, sex, naiond
origin or handicgpping condition. Through affirmative action, positive steps are taken to diminate the
under-representation of minorities and women throughout the Federa work force.

_AFFIRMATIVE EMPLOYMENT PLAN REFERENCE:EEOC
MGT
DIRECTIVE 714

The Affirmative Employment Plan (AEP) isamulti-year plan addressing equa employment in such areas
as recruitment and hiring, discrimination complaints, and work force composition. It includes a sexud
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harassment prevention plan and identifies the under-representation of women and minorities in the
civilian work force,

ALCOHOLISM REFERENCE: AFI 36-810

Alcoholigm is an illness, and as such, employees must be given the opportunity for rehabilitation if job
performance is affected. Various programs exist to assst employees with an dcohol problem. Any
known or suspected on-the-job use of acohol by an employee or any deterioration in an employee's
performance attributed to (known or suspected) acohol use should be documented and reported to
DPCE.

ANNUAL INSTALLATION TRAINING PLAN (AITP) REFERENCE: AFI 36-401

Supervisors are asked to identify training requirements for next FY each May — July. All vdid, job-
related requirements are consolidated to form the AIFP.

XPPEALS, ADVERSE ACTIONS, & GRIEVANCES & NEGOTIATED CONTRACTS
REFERENCE: AFI 36-1203

Most employees have appedl/grievance rights as recourse to adverse actions (discipline), performance
gppraisas, etc., however, proper procedures and time limits must be srictly adhered to. Contact
DPCE immediately whenever presented with a grievance.

_APPEALS, CLASSIFICATION REFERENCE: AFI 36-1401

Employees may agpped the pay system, title, series or grade of their position. The supervisor, will make
attempts with a classfication specidist providing technical assstance if desired, to resolve classfication
disagreements informally prior to an employeg's submission of aforma apped.

AWARDS REFERENCE: AFI 36-1001

Employees are digible for many different awards, both cash and non-cash. Contact DPCE if you are
unsure how to recognize a deserving employee.  Various honorary awards are solicited periodicaly
throughout the year a which time you must determineif any of your employees should be nominated.

BENEFICIARIES REFERENCE: FPM 870
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Upon death of an employee, the following order of precedence is used for payment of benefits unless a
beneficiary is designated by completion of appropriate forms. Widow/widower, children, and parents.
Employees may designate beneficiaries for life insurance, retirement fund, and unpaid compensation.

CAREER SERVICE RECOGNITION REFERENCE: AFI 36-1001

All civilian employees recaive career service certificates and pins to mark 10-year intervas. Employees
are identified autometicaly by their civilian personnd office and their organizations are forwarded the
completed certificates and pins for presentation.

CAREER STATUS REFERENCE: FPM 315
Term used to describe permanent federd employees who have satisfactorily completed three years of
subgtantialy continuous service and have been converted to career tenure, entitling them, should they
leave federd sarvice, to indefinite reingtatement digibility for noncompetitive appointments.

CLASSIFICATION STANDARDS REFERENCE: AFI 36-1401

The Personnd Office maintains a current file of dl published Office of Personnel Management (OPM)
and USAF postion classfication (GS) and job grading (WG) standards. They are available to dl
supervisors and employees. These standards are the guides by which al civilian positions are classified.

CIVILIAN APPRAISAL SYSTEM REFERENCE: AFI 36-1001

Employees new to the Air Force (firs gppointment/transfer from other agencies) are due an initia
gopraisal after 90 days. This office will notify you when one is due. All other employees (except
gppointments of less than 120 days and student aides in pay plan YW) are due an annua appraisa.
Pay plans GS'GW/GM/SES are closed out as of 31 March. The different ratings are Superior,
Excdlent, Fully Successful, Minimally Acceptable, and Unacceptable.

CLASSIFICATION OF POSITIONS/JOBS REFERENCE: AFI 36-1401

Classfication of a position begins with the supervisor determining the required duties. The Classfication
Specidigt analyzes those duties for the purpose of determining the correct occupation, title, and grade.
The Classfier dso determines if the pogtion isin the generd schedule, generd manager or wage grade
area.

CORRESPONDENCE COURSES REFERENCE: AFI 36-401



Two sources of correspondence courses are avallable. The Nationd Independent Study Center
(NISC) has a variety available for approximately $100.00. The Extenson Course Indtitute (ECI) has
free courses. Contact DPE for ECI information DPCT for NISC.

DISCIPLINARY ACTIONS REFERENCE: AFI 36-704

Disciplinary actions may be taken againgt employees for various vaid and documented reasons in an
atempt to correct/improve individua conduct or peformance. All such actions must fird be
coordinated with your servicing employee rdaion’s specididt.

DRUG-AL COHOL ABUSE PROGRAM REFERENCE: AFI 36-810

Various programs exist to assist employees with acohol and/or drug abuse problems. The Base Socid
Actions Office is available to assst such employees through counseling and/or referrd to an appropriate
agency. Employees who wish to participate in such a program are sdlf-referra or are referred by thar
supervisors. Contact your servicing employee relation’s specidist if you suspect any such problem.

FAIR LABOR STANDARDSACT (FLSA) REFERENCE: FPM SUPP 532 AND
FPM SUPP 990-2

Some employees cannot be asked, directed, or alowed to perform work outside norma hours of work

without being compensated. You should be aware of your employees datus regarding FLSA
entittement (exempt or nontexempt). This datus governs the computation of any overtime pay
entitlement. (See Overtime/Compensatory Time)

FEDERAL EQUAL OPPORTUNITY REFERENCE: FPM LR 720-2
RECRUITMENT PROGRAM (FEORP)

FEORP is a program of targeted recruitment in order to help eiminate the under-representation of
women and minorities in specific occupationd areas. Job information datais solicited from dl interested
candidates for potential vacancies. This gpplicant pool can be utilized as an added source for referras.

GRIEVANCES REFERENCE: AFI 36-1203



All digible employees are free to file a grievance without fear of reprisd. Bargaining unit employees
must follow the procedures outlined in the negotiated contract (AFGE or |AFF); non-bargaining unit
employees mugt follow AF 36-1203. All grievances are time-sendtive and must be handled properly.
Contact DPCE when presented with (or informed of) a grievance.

HEALTH BENEFITS REFERENCE: FPM 8906

Upon employment, al permanent civilian employees (except those with intermittent work schedules) are
given the opportunity to eect coverage from numerous hedth plans under the Federd Employees
Hedth Benefits Program (FEHB). Opportunities exist to change enrollment under certain conditions.
Open season for changing plans is typicaly Nov-Dec each year. Hedth benefits claims are handled
directly from the employee to the specific carrier.

IDENTIFICATION CARDS REFERENCE: AFI 36-3001

Upon employment, civilian employees are issued an AF Civilian ID/Pass for access to the base. Cards
are controlled by the Security Police Squadron and obtained a Pass and Regidration.  Family
members, retired military and/or reservigts are not required to have acivilian 1D card.

INDIVIDUAL DEVELOPMENT PLANS REFERENCE: AFI 36-401

The IDP was replaced by the Career Enhancement Plan which is completed annudly by supervisors
(with employee input) to assess training needs and desires of career program registrants.

LIFE INSURANCE (ENROLLMENT) REFERENCE: FPM 870

Upon employment, al permanent civilian employees (except those with intermittent work schedules) are
given the opportunity to elect coverage under the Federd Employees Group Life Insurance program
(FEGLI). Open season for enrollment is at the discretion of OPM and has normaly occurred every 4
or 5 years.

ON-THE-JOB INJURY/OCCUPATIONAL ILLNESS REFERENCE: AFI 36-811

All employees injured in the performance of their duties are required to complete a report of the injury
(form CA-1). supervisors, as well, must complete the reverse of the Form CA-1 and forward to
DPCE within 5 days of the injury/iliness. Contact DPCE immediately when an injury occurs.

OVERTIME/COMPENSATORY TIME REFERENCE: FPM SUPP
532-1, FPM SUPP 990-2



FLSA non-exempt (see Fair Labor Standards Act) employees who are directed (and approved) or
who are dlowed to work overtime must be paid overtime pay. FLSA exempt employees who are
directed (and approved) to work overtime must be compensated (overtime pay or compensatory time)
for their time. The rulesfor overtime compensation are very complex, therefore, contact DPCE prior to
alowing and employee to work overtime.

CORE PERSONNEL DOCUMENT (CPD) REFERENCE: AFI 36-504

A core personne document is the key vehicle in the classification of the position and must meet the Air
Force standard of adequacy. The CPD is an accurate statement of the mgor duties, knowledge's,
skills, and ahilities, respongbilities, physical and performance requirements of the position and its
organizationd relaionghip.

POSITION SENSITIVITY REFERENCE: AFI 31-501

Each civilian podtion must have a sengtivity designation assgned as either nonsensitive, non-critica
sendtive or criticd sendtive. In most organizations, the two-letter office chief retains the determination
of sengtivity for other than non-sengtive positions.

PERFORMANCE APPRAISALS AND RECOGNITION REFERENCE: AFI 36-1001

Employees are digible for a Performance award based on a percentage of ther annud sdary in
conjunction with ther annua appraisd provided their raing is Excdlent or better. Award
recommendations are submitted at the time the annud agppraisd is accomplished. (See Civilian
Appraisd System)

PRIORITY PLACEMENT PROGRAM REFERENCE DOD 1400.20., 1-M

Thisis a placement assstance program designed to place fully quaified DOD employees into continuing
positions when adversdy affected by actions such as reductions-in-force, base closure, consolidations,
contracting out, position classfication decisons, rotation from oversess, and transfers of functions.

EQUALIFICATIONS (JOB) REFERENCE: OPM
HANDBOOK X-118 & X-118C

Qudification standards are developed by the Office of Personne Management (OPM) on the basis of a

comprehengve occupationd andyss, which identifies experience of educationa requirements. Generd
experience is defined as progressvely respongble clericd, office or other work, which indicates the
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ability to acquire a particular knowledge of skill. Specidized experience is defined as directly related to
the duties of a postion and provides the required knowledge, skills, and abilities. Generdly,
successfully completed education above the high school leve in any field may be acceptable for on-the-
job performance. Standards may be reviewed in DPCS.

REDUCTION-IN-FORCE (RIF) REFERENCE: FPM LTR 351-22

RIF is the procedure used to determine employee rights when reorganization, lack of work, shortage of
funds, decrease in personnd ceilings, etc., results in the need to separate, demote, or reassign
employees. Contact DPCS immediatdly if you anticipate a RIF Stuation.

REINSTATEMENT (GENERAL INFORMATION) REFERENCE: FPM 315

Individuals who leave civil service after holding a permanent portion are digible to come back into civil
service without competing with the genera public for certain announced postions. Career-tenured
employees have unlimited time to return to civil service; career-conditiond tenured employees have
three years to return. Copies of Standard Forms 50 are used to verify digibility. Hiring based upon
reingatement eigibility is done at the agency's discretion.

RESIGNATION REFERENCE: AFI 36-107

Employees are free to resgn from their pogtion at any time, dthough it is advisable that they give at least
2 weeks notice. An SF-52 mugt be initiated by the employee or organization, signed by the employee,
and submitted to the CCPO as soon as it is known the employee isresgning. A "fill" SF52 may be
submitted at the same time,

SECURITY CLEARANCES REFERENCE: FPM 296-33

Any civilian employee whaose gppointment is expected to last Sx months or longer is required to have a
Nationa Agency check with Inquires (NACI) completed. Other clearances may be required based on
the sengtivity of the podtion the employee occupies.

SERVICE COMPUTATION DATE (SCD) REFERENCE: FPM 296-33

Service Computation Date (SCD) is a date, either actud (if service is continuous) or congtructed (if
service has been interrupted), used to determine benefits (such as leave and retirement) which are based

47



on how long the person has been in the federd service. Prior military and federd service is generdly
creditable.

SKILLSCODING REFERENCE: AFI 36-505

Skill codes are data in the Personnd Data System which reflect primary duty areas of current positions.
The supervisor and classfication specidist usudly agrees upon these codes. They are used in
determining the digibility of candidates for the job. Skill codes aso record employees previous federd
and non-federal work experience. The codes are used in the consideration of current employees for
other pogitions and sdection for training.

VETERAN PREFERENCE REFERENCE: FPM 221

Veteran's preference is given to separated and/or retired military members based upon years of service,
campaign time, disability, or other factors. The five - or tenpoint veteran's preference provides the
veteran an advantage in obtaining federd employment. Minimum qudlifications have to be net; however,
depending on digibility, five to ten points are added to examination scores, which causes veterans to
move higher on the ligt of digible and receive earlier condderation than non veterans.

COMMONLY USED REFERENCES FOR CIVILIAN PERSONNEL
DIRECTIVE TITLE
AFPAM 36-106 Supervisor's Record

AFMAN 36-2024 Saffing Civilian Postions

AFI 36-401 Employee Training and Development

AFI 36-701 L abor-Management Relaions

AFI 36-703 Civilian Conduct and Responsibility

AFl 36-704 Discipline and Adverse Actions

AFI 36-807 Weekly and Daily Scheduling of Work and Holiday Observance
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AFl 36-810

AFl 36-815

AFl 36-1001

AFl 36-1004

AFl 36-1201

AFl 36-1203

AFl 36-1401

Substance Abuse Prevention and Control
Absence and Leave

Managing the Civilian Performance Program
Management of Civilian Recognition Program
Discrimination Complaints

Adminigrative Grievance System

Postion Classification
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CONTRACTOR NAME:
LOCATION: Reporting Period

Fax completed worksheet to
SGOF. DSN: 240-9032 or 240-
6770 within 1 workday from end of
period.

TOTAL NUMBER OF
EMPLOYEE NAME HOURS WORKED
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